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F9 Name Lookup

The  <F9> function can be accessed from any screen in the system.  It is used to look up case or party
names.  When used while editing another case, the <F9> will only interrupt your job and it will return
you to it after you are finished with the name look up.

Accessing the F9 Name Lookup:
Press <F9> from any screen throughout the system and the following screen will be displayed.

Enter the search option that you would like the system to use.  The default for this field is option “2” for
a search by name.  Their are three options available for use:

1. Soundex - This will search for names that sound like the name you typed.
2. Name - This will search for the name you entered, exactly as it is typed. 

If the system does not find that name, it will position you to the closest name.
3. Adoption Name - This will search for adoption cases if you have authority.

Enter the name that you are searching for and press <Enter>.  The system will return the following
screen.
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There are four options that can be taken from this screen.
1. S - Display a case summary
2. P - Print a case summary
3. X - Select a case for processing
4. F - Display a file summary (Juvenile Only)

Following are examples of each of the above processes.

NOTE:  The system will highlight all names that have an active accounts receivable master
record associated with them.
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S - Displaying a Case Summary

Enter an “S” on the line to the left of the name you would like to display the case summary for and
press <Enter>.  The system will display the case summary screen as shown below.
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Enter a “P” on the line to the left of the name you would like to print the case summary for and press
<Enter>.  The system will print the case summary.

P - Case Summary Print
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X - Selecting a Case for Processing

1. Enter an “X” to the left of the case you are selecting.
2. Press <F2> to position your cursor on the Next Tran line.
3. Enter the process that you want the system to perform with this case.
4. Press <Enter>.  The system will return the screen that you requested on the Next Tran line.
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